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SMU Financials - Getting Started, Set - Up and Defaults

Logging In and Out of SMU Financials
Procedure

Step Action

1. Open a web browser session. Enter "financials.smu.edu™ in the web address bar and
press the Enter key.

Enter your SMU ID into the Login ID field.

Enter your password in the Password field.

""""""'|
4, Click the Sign In button.
Sign In
5. When you are ready to exit SMU Financials, click the Sign out link.

End of Procedure.

Creating, Deleting and Editing Favorites
Procedure

Favorites in SMU Financials is similar to Favorites that would be retrieved from your Internet
browser. The main difference is that these favorites are associated with your ID and can be
retrieved on any computer that you log on to SMU Financials.

Favortes > Vendors > Vendor Information > Add/Update > Vendor

I New Window (2) Help 5 http

Vendor Information

Enter any information you have and click Search. Leave fields blank for a list of all values

Maximum number of rows to return (up to 300): [300

SetID: = SMETH 2,

Vendor ID: begins with

ame:  beginswith v 2,
er: begins with + e}
begins with ~ e}
begins with 2,

Search Clear  |Basic Search [of Save Search Criteria
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Step

Action

1.

To begin, navigate to the page you want to save as a favorite. Then, click the Add to
Favorites link.

Add to Favorites

A description of the page defaults. Change as needed.

Click the OK button.
OK

Click the OK button.
OK

To retrieve a favorite, click the Favorites button.
Favc;r'rtes

Pages that you have recently navigated to will display under the Recently Used
section.

Pages that you have marked as a Favorite will display under My Favorites.

You can edit Favorites by clicking the Edit Favorites option.

To edit the name of your favorite, simply type a new name under the Favorite
column.

By adding a Sequence number, you can change the display order that a favorite is
listed. (The sequence number begins with 0, 1, 2, 3, etc..)

Click Save to store changes.

EDNew Window (@D Help [ Customize Page [ http
Edit Favorites

Click the Save bution after editing or deleting favorites

5| save | =] Notify
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Action

Delete

To delete a favorite, click the Delete button.

10.

Click the OK button.
Ok

11.

Click the Save button.
| Save

12.

End of Procedure.

Inactivating the Type Ahead Feature

Procedure

SMU

jals

Favortes Main Menu > Vendors > Vendor Information > Add/Update > Vendor

Vendor Information
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Maximum number of rows to return (up to 300): [300

SetlD: =~ SMETH @
Vendor ID: begins with ¥

Persistence: = -
Short Vendor Name:  begins with ~ @
Our Customer Number: begins with v @

| Home | Addto Favorites

0 New Window  (2) Help

Name 1: begins viith ~ [dallas @,

Name 2 begins vith =
DALLAS A WEEKLY DALLASAWEE-001 0000029493

[Cinelude History DALLAS ADVERTISING LEAGUE DALLASAD-001 0000022050
DALLAS ADVERTISING LEAGUE DALLASADVE-001 0000030561

Search Clear Basic Search [ DALLAS AERIAL SURVEYS INC DALLASAER-001 0000002856 DALLASAERI

DALLAS AEYC DALLASAEYC-001 0000013696
DALLAS ALL SPORTS ASSN INC DALLASALLS-001 0000002857
DALLAS AMBASSADORS FORUM DALLASAMB-001 0000002858
DALLAS AMBULANCE SERVICE DALLASAMB-002 0000002859
DALLAS ANES ASSOCIATES USE 2850 DALLASANES-002 0000021171
DALLAS ANESTHESIOLOGY ASSOCIATESPA DALLASANE-001 0000002860
DALLAS ANESTHESIOLOGY USE 2860 INACTIVE-097 0000018114
DALLAS ANESTHESIOLOGY ASSOC USE 2860 INACTIVE-098 0000018514
DALLAS ANIMAL SERVICES DALLASANIM-001 0000043867
DALLAS ARCHITEGTURAL FOUNDATION DALLASARCH-001 0000056328
DALLAS AREA INTERFAITH DALLASAREA-001 0000021660

| Sign out

& nttp
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Step

Action

1.

The type ahead feature is automatically enabled for any field with a prompt edit

defined for it. The system performs a lookup as you type and suggests appropriate
values for a specific field.

Included is an example of this from the Vendor Information page. When "dallas"
was entered in the Name 1: field, 15 vendor rows were suggested. Additional

suggestions for this list would be available by hovering over the drop down arrow at
the bottom of the list.

Home Add to Favorites | Sign out
FBVDYHKES Main Menu

Search Menu:
Personalize

o ® (@) Help
[Top Menu

3 Supplier Contracts

3 Vendors
Themenu [ Purchasing
ClickonM ) eprocurement
(23 Accounts Payable
(3 General Ledger
Recently 3 Reporting Tools
now appe (1 PeopleTools

Favorites [y personalzations
the top lef 8w

Highlights

B A

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu, now
supports type ahead which
makes finding pages much
faster.

Poweredty G N

Step

Action

Click the Main Menu button.

Main Menu
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Faverltes

Personalize

Top Menu
The menu
Clickon M
Highlights

Recently
now appe

SMU

Financials

Main Menu

Search Menu:

Suppler Contracts
Vendors
Purchasing
eProcurement
Accounts Payable
General Ledger
Reporting Tools
PeopleTools

v v v v v

Favorites
the top lef

mpPPCRPRRD

My Personalzations

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu, now
supports type ahead which
makes finding pages much
faster.

| Home |

Training Guide
SMU Financials

Add o Favorites | Sign out

(@) Help

P SMU

Step

Action

Click the My Personalizations menu entry.

SMU

Fimancials

Favortes  Main Menu > My Personalzations

Personalizations
Laurene M. St. Germain

Standard settings are in effect

Changes to Personalization settings require you to log off and log back on in order to take effect
Personalization Categories.
De:

Personalize User Options

General Options
System & Application Messages

Navigation Personalizations

Restore Defaults

Personalize User Options
Personalize User Options
Personalize User Options

| Home

0 New Window (2 Help

| AddtoFavortes |  Sign out

[& Customize Page T http

Step

Action

Click the Personalize User Options button.
FPersonalize User Options
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Step Action

5. In the Type Ahead field, click the No list item.

SMU
Foagnclals | Home | AddtoFavorites | Signout
Favores  Main Menu > My Personalzations
B New Window (D Help [ Gustomize Page i http
Option Navigation Personalizations
Category:
Find First K1 148 of 18 I Lot
Personalization Option Default Value Override Value
Tab over Add/Del Buttons (+/-) No ¥ Explain
Automatic Menu Collapse No v Explain
Show browser address location Yes ¥ Explain
Show browser navigation bar Yes v Explain
Show browser links Yes v Explain
Show browser menu Yes v Explain
Tab over Calendar Button No ¥ Explain
Defauit Expert Entry On Yes v Explain
Max rows for View All 100 Explain
Tab over Grid Tabs No v Explain
Tab over Header lcons No ¥ Explain
Tab over Lookup Button No v Explain
Tab over Navigation Bar No ¥ Explain
Tab over Browser Elements No ¥ Explain
Tab over Page Links No ¥ Explain
Tab over Related Page Links No v Explain
Tab over Toolbar No v Explain
Type ahead Yes [ | cxplain
Restore Category Defaults
oK Cancel

Step Action

6. Click the OK button.
OK

7. The Type Ahead feature has been inactivated. Click the Return button.

Return

End of Procedure.
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Searching for Vendors, Vouchers, and Payments

Vendors

Procedure

SMU Financials will allow you to search for Vendors by Name (Name 1 field) and Vendor ID

number.

Vendors are not limited to outside companies. For example, an SMU employee who needs to

receive reimbursement for business expenses would also be listed as a vendor

If you cannot find a vendor and have completed a thorough search, please contact the Accounts

Payable Office for information on the process of working with a new vendor.

Step Action

1. Click the Main Menu button.
MainvMenu

Click the Vendors menu.

3. Click the Vendor link.
4, You can search for a Vendor by entering the appropriate criteria in the Vendor ID

or Name 1 fields.

"begins with" or "contains".

Note: When searching in the Name 1: field, filter the criteria if necessary, e.g.,

Favortes  Main Menu > Vendors > Vendor Information > Add/Update > Vendor

& New Window

Vendor Information

Enter any information you have and click Search. Leave fields blank for a list of all values

Maximum number of rows to return (up to 300): [300

SetiD: = SMETH 2,
Vendor ID: begins with ~

Persistence: - -
ShortVendor Name:  begnswith | @
Our Customer Number: begins with ~ 2
Name 1: beginswith v [ @
Name 2: beginswith ~[ @

[[Jinclude History

Search Clear  |Basic Search [of Save Search Criteria

(@ Help

&5 http
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Step Action

5. Enter the desired information into the Name 1 field.

6. Click the Search button.
Search

SMU
Financials | Home | AddtoFavorites | Signout
Favortes Main Menu > Vendors > Vendor Information > Add/Update > Vendor
ENew Window (2 Help Ehttp 4

Vendor Information

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Maximum number of rows to return (up to 300): [300

SetID: =~ SMETH X

Vendor ID: begins with ¥

Persistence: = - -

ShortVendor Name:  begins with ~ @

Our Customer Number: begins with v @

Name 1: begins with ~ [PARK GITIES @

Name 2: begins with ~ @ =
[include History

Search Clear  |Basic Search [of Save Search Criteria

Search Results

View Al First 4] +220122 3] Last

SetlD Vendor ID hort Vendor Qur Customer Name 1 Name 2

ame Number

SMETH 0000008116 Reqular  |PARKCITIE-001  (blank) PARK CITIES ACLD PARK CITIES ASSOC CHILDREN W/LRNG DISAB

SMETH 0000066443 Reqular  |PARKCITIES-012 | (blank) PARK CITIES CHIROSPORT DBA HEALTHSOURCE OF HIGHLAND PARK CORP

SMETH 0000028938 Reqular  |PARKCITIES-008  (blank) PARK CITIES ELECTRICAL COMPANY (blank)

SMETH 0000042929 Reqular  |PARK CITIE-002  (blank) PARK CITIES FAMILY DENTISTRY., PA (blank)

SMETH0000008117 Regular  |PARKCITIE-002  (blank) PARK CITIES FORD (blank)

SMETH 0000018502 Regular  |PARKCITIES-001 | (blank) PARK CITIES FORD DO NOT USE//SEE VENDOR #8117

SMETH0000024310 Regular  |PARK CITIE-001  (blank) PARK CITIES FORD DO NOT USE//SEE VENDOR #8117

SMETH 0000044837 Regular  |PARK-008 (blank) PARK CITIES IMAGING, LP. (blank)

SMETH 0000008118 Reqular  |PARKCITIE-003  (blank) PARK CITIES INN (blank) W
SMETH0000028449 Regular  |PARKCITIES-005 | (blank) PARK CITIES LEARNING DISABILITIES ASSN PARK CITIES LDA

SMETH 0000027561 Reqular  |PARKCITIES-004  (blank) PARK CITIES MILLWORK ING (blank)

SMETH0000008119 Regular  |PARKCITIE-004 (blank) PARK CITIES NEWS (blank)

SMETH 0000056946 Reqular  |PARKCITIES-011  (blank) PARK CITIES ORIENTAL RUGS (blank)

SMETH0000056214 Reqular  |PARKCITIES-010  (blank) PARK CITIES PASSPORT.LLC DBA PREMIUM PASSPORT

SMETHO0000008120 Requiar  |PARKCITIE-005  (blank) PARK CITIES PEOPLE *"SEE VENDOR 8294

SMETH 0000055669 Reqular___|PETALS-001 (blank) PARK CITIES PETALS (blank) v
< m ’

Step Action

7. Review your search results carefully.

Note: The Name 2 column may contain a pertinent note regarding inactive vendors,
how a company may be currently "doing business as", or a reference to a specific
vendor number you should be using.

8. Once you have reviewed the vendor information, select the appropriate vendor link.
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Identifying Information L MBS

> Vendor Information > Add/Update > Vendor

Training Guide
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& NewWindow (@ Help [& Customize Page Enitp

SetiD: SMETH
Vendor Short Name: PARKCITIES
Outside Party
Persistence: Regular
Vendor Status: Approved

Vendor Relationships

Vendor Name 1:
Vendor Name 2:
PARKCITIES-008

[ corporate Vendor
Corporate Setl SMETH InterUnit Vendor 1D:
Corporate Vendor ID: 0000038938 PARK CITIES ELECTRICAL COMPANY

PARK CITIES ELECTRICAL COMPANY

[Jwithholding
[7Iopen For Ordering
[T VAT Registration
[ Expand All . CollapseAl

[“Jinterunit vendor

‘Additional ID Numbers
Duplicate Invoice Seftings
Government Classifications
Standard Industry Codes:
Additional Reporting Elements
Comments

Collapse All

Expand All

Create Bill To Customer
[Jcreate Bill To Customer

i

(7 e | [ Retumtosesron | (1] Freviows intst | 4] nextintit| [ oty |

Identifjing Information | Address | Contacts

[ Re——

Action

Vendor Status.

The first tab, Identifying Information, displays Vendor ID, Short Name, and

EE TG a  Address | Coniacis |

Favarites | Man Menu > Vendors » Vendor Information » Add/Update » Vender

& NewWindow (@ Help [& Customize Page Enitp

Setl SMETH
Vendor ID: 0000038938
Vendor Short Name: PARKCITIES
Classification: Outside Party
HCM Class:

Persistence: Reguiar
Vendor Status: Approved

\Vendor Relationships
["I corporate Vendor

SMETH
0000032938

Corporate Se
Corporate Vendor ID:

Vendor Name 1:
Vendor Name 2:
PARKCITIES-008

InterUnit Vendor ID:
PARK CITIES ELECTRICAL COMPANY

PARK CITIES ELECTRICAL COMPANY

[Jwithholding
[7Iopen For Ordering
[T VAT Registration

[ Expand All | CollapseAl

[“Jinterunit vendor

o Customer

Create Bi

‘Additional ID Numbers
Duplicate Invoice Seftings
Government Classifications
Standard Industry Codes:
Additional Reporting Elements
Comments

Expand All . CollapseAll

[TJcreate Bill To Customer

i

e | [Bh Rewmtosesron | (1] Frevious intit | ] Nextinist| =] notwry |

Identifjing Information | Address | Contacts

[T R——

Step

Action

10.

" Address

Click the Address tab.
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Favgrites | Man Menu > Vendors » Vendor Information » Add/Update » Vender

_ldentiving information_ {fFTTEEERY " Contadts

& NewWindow (@ Help [& Customize Page Eniip

SetiD:
Vendor ID: 0000038938 Short Vendor Name: PARKCITIES-008 Name: PARK CITIES ELEGTRICAL COMPANY

Vendor Address

Address D: 1
Description: 2703 FONDREN STE 102
Effective Date: 07128/2003
Status: Actve
Country: usa  United States
Address 1: 2703 FONDREN DR STE 102
Address 2:
Address 3
City: DALLAS
County: Postal: 75208
state: ™ Texas
Email ID:
Paymode ID:
) Paymentiithholding Alt Names
s tomize | Find | View a1 | H1 |
Type Location Prefix Telephone Extansion
Business Phone 2141373-4507

ove | [Bh Rewmtosesron | (1] Frevious intist | ] Nextinist| =] notry |

et sier | [ ok atory

\dentifing Information | Address | Contacts

Step

Action

11.

Use the arrows to view additional addresses if available.

Favorites  Main Menu > Vendors > Vendor Information > Add/Update > Vendor

& Newwindow (Drelp [ Customize Page B hitp

_ldentiving information _ {fFTTEEARY " contadts

SetiD: SMETH
Vendor I: 0000038938 Short Vendor Name: PARKCITIES-008 Name: PARK CITIES ELECTRICAL COMPANY
Vendor Address

Address D: 1

Description: 2703 FONDREN STE 102

Effective Date: 07128/2003

Status: Active

Country: Usa  United States

Address 1: 2703 FONDREN DR STE 102

Address 2:

Address 3:

city: DALLAS

County: Postal: 75208

state: ™ Texas

Email ID:

Paymode ID:
) Payment\iithholding Alt Names
Phone Information tomize | Find | view a1 | H |

Type Location Prefix Telephane Extension
Business Phone 21413734807

e [Encnioseash) [Einceanisy) [Eneiniet) S

| Bty

Identifing Information | Address | Contacts
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Action

Phone Information is displayed at the bottom of the page. You can toggle between
numbers by using the arrow buttons on the right or by selecting to view all which
will display a scroll area.

Click the View All link.

13.

A scroll area is now available. Use the vertical scroll arrows to see the multiple
phone types.

14.

Click the Contacts tab.

| Home | AddtoFevortes | Signout

Favarites | Man Menu > Vendors » Vendor Information » Add/Update » Vender

Identiing Information | Address

ENewwindow (DHelp [# customize Page [ htip

SetiD: SMETH

Vendor ID: 0000038938 Short Vendor Name: PARKCITIES-008 Name: PARK CITIES ELECTRICAL COMPANY

Contact ID: 1

Description:

Effective Date: 0712872003

Effective Status: Active

Type:

Name: JEANNIE BROWN

Title:

Address: 1 2703 FONDREN STE 102

2703 FONDREN DR STE 102

DALLAS, TX 75206
Internet hitp: View Intemet Address.
Email ID:

Type Prefix Telephone

[ [E resaniosewen) [l Amvomintat] (EiNestiien] [Sneits ST - Ee—
Identifying Information | Address | Contacts.

Step

Action

15.

Vendor contacts are displayed if available.

Click the Return t_o Search button.
'53" Return to Search _

16.

End of Procedure.
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Vouchers

Procedure

You can search for vouchers using a variety of criteria. The most common methods of searching
are by entering criteria in the Vendor Name 1, Vendor ID, and Invoice Date fields.

Step Action

1. Click the Main Menu button.
MainTMenu

2. Click the Accounts Payable menu.
3 Accounts Payable ¥

3. Click the Vouchers link.

4, Click the Voucher link.

5. Verify "SMETH" is present for Business Unit and Vendor SetID. Enter 'SMETH'
in those two fields if not present.

Favgrites  Main Menu > Accounts Payable > Review AccountsPayable Info > Vouchers > Voucher

ENewWindow PDHelp [ CustomizePage Ehtp o

Voucher Inquiry

Search Name AL @

Business Unit SHETH
Voucher D

Invoice 1d .
Vendor SetiD SMETH

Short Name
Vendor Name 1
Vendor Name 2
VendoriD

LpLpp

Vendor Location
Entry Status
Accounting Dt
Invoice Date

Due Date

Entered Date
Origin Set ID
Origin

Control Group ID

L L mmzmm

ContractID
Lease Number
PO Business Unit
Purchase Order
tem 1D

*Amount Rule

AL P RPpPAUBEB(|(SLLLPLLLPLPLL

Rl

Amount
Currency
“Voucher Style Al Vouchers
Post Status

Il

dad g

Approval Status
Voucher Balance
Voucher Source
UseriD

GL Business Unit
Account
Department

VAT No

Process Instance v
< i 3
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Action

Click the Look up Vendor Name 1 button.

2]

Enter the desired information into the begins with field.

Click the L(_)_ok Up button.
Loaok Up Il

Select the desired Vendor link.

10.

If available, you can narrow down your criteria by entering an Invoice Date.

11.

The value "Any" is the default for the Amount Rule field. Leaving this value will
retrieve "any" amount.

To search for a specific amount, select Equal to from the Amount drop down list.
(Note: If you are changing the value of "Any" you must enter "USD" in the
Currency field.)

12.

Enter the desired information into the Amount field.

13.

Enter "USD" into the currency field.

14.

Click the Search button.
' Search '

Favgrites  Main Menu > Accounts Payable > Review AccountsPayable Info > Vouchers > Voucher

Invoice Date B [ B -
Due Date
Entered Date
Origin Set D
Origin

Control Group ID

pp pprEE®
bl

ContractID
Lease Number
PO Business Unit C__—

Purchase Order ]
Item ID . ] ]
*Amount Rule Equal o -

Amount [ ;3
Currency 1
“Voucher Style Al Vouchers

Post Status

Appre

RIRIRIRIE

sanctions Status

Max Rows 300 Search Clear

m

“SortBy: Voucher ID h¢ Sort Display

*Sort AsciDesc: Ascending -

Voucher Inguiry Results
[PPSR s o Detis ) Vender Detais

Business  Voucher Invoice. Accounting  Match Payment
e s Invoice Number 0" VendoriD  Entry Status

SMETH 00704119 800222 04119/2010 0000030003 Postable B i3] CCCREATION-001

Not
Applicable

i »
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Step

Action

15.

Click the Accounting Entries icon.

ile Edit View Favorites Tools Help

Leg ‘9 Accounting Entries
POH

- < 2 @ v Pagev Safety~ Tools~ @~
Purgl | SMU

Financials | Home | AddtoFevorites | Signout
d | Favorites  fan Menu - Accounts Payable > Review ACCounfs Payable Info > Vouchers > Accounting Entries
@New Window (DHelp [ Customize Page & ntio

Voucher Accounting Entries

“Business unit BUETHE, Voucher ID: 00704119 [%  ynoice Number: 800222 Y

Vou

" Invoice Date: 0411912010 Vendor b: 0000030003 Vendor Name: CC CREATIONS

se

P | W Accounting information

Acct

iy Posting Process: AP Accrual L Dist Status Distriouted

VAT

Prog Charfieks  Journal

Matdll | pescription Monetary Amount Currency Code Ledger oL unit

Sandll | accounts Payaste 72335 USD ACTUALS SMETH

. past due inv 72335 USD ACTUALS SHETH

I EEEEEE——

“Sol

“Sol
o
>

Vouc

Vou
Busi
unit
SmiE

« I »

ol T Favorites i @]show.. @shar. & isup.. wsite.. €&]Get... v «|sMU [l nsi. @]Acce. |PIA. #]Goog.. ==|DART.. [} Admi ||

1

i

Step

Action

16.

A new window will open and display more information.

Click the Chartfields tab to display Account-Fund-Org information.

Chartfields

17.

The Journal tab provides information on the Journal Id, Journal Date, and the
date the transaction posted to the general ledger (Accounting Date field).

18.

columns button.

Information for all tabs can be expanded into one view. Click the Show all
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File Edit View Favorites Tools Help

S Favorites s @ Show.. @/shar. & isup.. =|Site.. @Get. v ~«|SMU [ Insi. @] Acce. = PIA.. | Goog.. | DART.. (1] Admi..
Leadl | @ Accounting Entries . o~ v (= @ v Page~ Safetyv Tooksv @<

Y
Purg SMU
e Financisls | tome | Addtoravories | Signout
“Amd| | Favorices - Main Menu > Accounts Payable > Review Accounts Payable Info > Vouchers > Accounting Entries
Amo ENewWindow @Help [ Gustomize Page [ ntp
C Voucher Accounting Entries | 5
“Vou
Postll Business unit: SMETH @, Voucher ID: 00704119 % invoice Number: 800222 @
Appi ——
voudl| “Accounting Line View Option: | Standard [] Show Foreign Currency | search | Reset |
Vou
deaff| ™oice Date: 0411912010 Vendor ID: 0000030003 Vendor Name: CC CREATIONS
PO || W 2ccounting information Eing I View A1
Acc
o Posting Process: AP Accrual GLDist Status: Distributed
VAT Customize | Eind | view 21| B |
Prod
wagfl | Monetary  Currency | oo T cpartment [Project Program Journal 0
soription oner edger ey partment  Proje: [Proar iiate journa
San
Accounts 72335 USD ACTUALS  |SMETH 268430 APC040394T
ayable L
Ma
past due inv 723.35 USD ACTUALS | SMETH 453485 APC0403047
« I
*Sol
“So
>
sl
Vou |
e ||
Busi
unit
st
« i 3
< [ »

Training Guide
SMU Financials

Step

Action

19.

Click the Close button to close the additional window.
X

20.

Click on the Payment Information icon.

Ej https://fssys1 smu.edu/psp/fssys/EMPLOYEE/ERP/c/ENTER_VOUCHER_INFORMATION.AP_VCHR INQGE ¥ 3 4 | X @Bﬁltg Polng
e

File Edit View Favorites Tools Help

| ¢ Favorites

35 @|show.. @|shar.. & isup.. ~|Site.. @) Get.. v <|sMU ] nsi.. &)Acce.. ~|PiA.. H|Goog. | DART.. [} Admi.
] : % v B) v (2 # v Pagev Safety v Tools~ @~

@ Voucher =

Favgrites  Main Menu > Accounts Payable > Review Accounts Payable Info > Vouchers > Voucher

ENewWindow @Help [ Customize Page [ ntip

Back To Voucher Inquiry

Business Unit: SMETH Voucher ID: 00704119 Invoice Number: 800222
Vendor Name: CC CREATIONS Vendor Location: 000001
Gross Invoice Amount: 72335 Transaction Currency: usD
Customize | End | View 1| |
S M e s DS TSRS T VeSO s
SMETH BNKOA BK12 1377123 07/09/2010 72335 USD 72335 Paid
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Step Action

21. Payment information is available. You can navigate to the Payment Inquiry page
by selecting the Payment Reference ID link.

The Payment Status will be displayed for you.

22. End of Procedure.

Payments
Procedure
Payments can be found using a variety of criteria in SMU Financials. The easiest way to locate

payments is to identify the Vendor Name or Vendor ID and use date ranges (or amounts) to
narrow down your search results.

Locating payment information in SMU Financials will identify the reconciliation and posting
status of that payment.

Step Action
1. Click the Main Menu button.
[ Main Menu
2. Click the Accounts Payable menu.
|._I Accounts Payable ¥
3. Click the Payments link.
4, Click the Payment link.
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| home | AsatoFevertes | Signout

Favarites | Man Menu > AccountsPayable » Review AccountsPayable Info » Payments > Payment
& NewWindow (DHelp [& Customize Page [ ntip
Payment Inquiry

Search Name AL Q
From To

Vendor Name: @ [
“Amount Rule Any -

Amount ]

Currency @

Bank setiD [SWETH Q

Bank Code @

Bank Account Q

Bank Account # ]

Reference ] I
Payment Date [ ]
Payment Method -

Pay Cycle. &

Seq Num [ - §

Payment Status -

Remit SetiD [SWETH Q,

Remit Vendor Q

Settle By -

Settlement Status -

[ single Payment Vouchers
Max Rows 300 | Search

[ show Chart “Chart Type: Bar Chart

1stsort Bank Account Mg [T escending sort
2nd sort: Payment Referencs ID - [ Descending

Step Action

5. Notice the Payment Inquiry page has "SMETH" populated in the Bank SetID and
Remit SetID fields.

Should you press the Clear button at any point in your search, you will need to
repopulate these fields with the value "SMETH" in order to return results. These
are required fields.

6. You can narrow down your search by entering a specific amount. However, if you
are working with a vendor who may also be doing business with another office on
campus it is possible that your payment may have been combined with another
department's payment.

Note: The amount field will search for the total amount of payment. This may
include multiple payments to one vendor.

Accounts Payable generates checks twice a week. When two areas on campus
submit a payment voucher to the same vendor they will be combined into one
check. To view the Check Run Calendar, visit the Accounts Payable Homepage at
http://smu.edu/controller/dept_ap.

If desired, enter an amount into the Amount field.
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Favarites  Man Menu > AccountsPayable » Review AccountsPayable Info » Payments > Payment

Payment Inquiry

Search Criteria
Search Name AL Q,
From To

Vendor Name @ [ - ¥
“Amount Rule Any -

Amount |

Currency | I

Bank SefiD [puETH @

Bank Code @

Bank Account @

Bank Account #

Reference . ]
Payment Date ) I
Payment Method -

Pay Cycle Y

Seq Num ey

Payment Status -

Remit SetiD SMETH Y

Remit Vendor Y

Settle By -

Settlement Status

[Tl single Payment Vouchers

| home | Addt Favertes

&0 NewWindow (D Help [& Customize Page = nttp

Max Rows 300 | Search Clear
[C1show Chart *Chart Type: v
st sort Bank Account v [CIpescending Sort
2nd sort: Payment Reference ID ~  [pescending

Step

Action

Enter the desired information into the Payment start date field.

Enter the desired information into the Payment end date field.

To search for a Vendor, click the Look up Remit VVendor button.
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https://fssys1 smu.edu/psp/fssys/EMPLOYEE/ERP/c/CREATE_PAYMENTS PYMNT_INQ SRCH.GBL?PORT/ ¥ y facebook v
e 4| X o)

| File Edit View Favorites Tools Help
- ¢ Favorites 55 @] Supp.. - @] show.. @|shar. & isup.. ~|site.. &) Get.. v ~|smu [{] msi. &]Acce. ~|PIA.. ] Goog.. -=|DART. [} Admi..
22 - @ Payment - I v (=] 0 v Pagev Safetyv Toolsv @~ 2

x [e Employee-facing re... | 4| Gmail - Inbox (507) ...

Favoriies | Man Menu > Accounts Payable > Review Accounts Payable Info > Payments > Payment

[ LookUp

Look Up Remit Vendor

Search by: | Remitvendor ¥ begins with

Onlythe first 300 results of a possible 56528 can be displayed. Enter more seatch
key information and search again to reduce the number of search results
ew 100 First [4] 1-300 01300 3] Las
Short Vandor Name
INAGTIVE- 485
INACTIVE-153
ASSOCIATION OF AMERICAN LAW SCHOOLS  ASSOCIAT-003
ABANMORIAH CORPORATION ABAMOR 14001
AGB PUBLIGATIONS AGBPUBLIC-001
ALLEN PRESS ING ALLENPRES-001
ALLIANT FOOD SERVICE INC ALLANTFO-001 ™

i d

Step Action

10. Click the Search by: drop down list and select Name 1.
1

11. Enter the Vendor Name into the begins with field.

12. Click the Look Up button.
 LookUp

13. Click the Vendor Name 1 link.

14. Click the Search button.
. Search |
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Payment Inquiry Result

Customize | En | V= 1] B

Payment Addtionslinfo | Vendor Detslk | Financisl Gatew sy
Payment Payment Creation Payment Payment Reconciliation

SPU°S Beference D Method Amount | CUTTENSS atea bate  Status [Reconcile Date
Elecironic

VCHR 1374504  Funds 1077.75 USD 06/02/2010  06/0412010  Paid Reconciled 071192010
Transfer
Electronic

VCHR (1374790 |Funds 5400.10 USD 06/07/2010 | 06/09/2040  Paid Reconciled 07H9/2010
Transfer

<« [

SMU
Financials
Favgjites  Main Menu > Accounts Payable » Review Accounts Payable Info > Payments » Payment
Search Name [ T
From To

Vendor Name: a Q
“Amount Rule Any -

Amount |

Currency @ L
Bank SetiD SWETH S

Bank Code @

Bank Account [ - ¥

Bank Account # . 1

Reference
Payment Date 0610172010 E] [smozoro —§
Payment Method -

Pay Cycle Q

Seq Num a

Payment Status -

Remit SetiD SMETH Y

Remit Vendor 0000030003 @

Settle By -

Settlement Status -

[Tl single Payment Vouchers
Max Rows 200 | Search Clear.
[T show Chart *Chart Type: Bar Chart
1stsort: Bank Account v [CIescending sort
2nd sort: Payment Reference I v [pescending

Step Action

15.

Date fields.

If more than one result displays, select the appropriate Payment Reference ID link.

Note the Payment Date, Payment Status, Reconciliation Status and Reconcile

SMU

Financials

Favorites  Main Menu > Accounts Payable > Review Accounts Payable Info > Payments > Payment

Vouchers For a Payment

Back To Payment Inquiry

Bank Name: Bank of America, N.A Pymnt Ref ID: 1374790
Bank Account#  X)0000X Accounting Date: 053172010
Pay Cycle: EPAY  SeqMNum: 565 Payment Date: 051092010
Vendor Name:  CC CREATIONS Days Outstanding: 2

Address: 1800 SHILOH AVE Payment Clear Date: 061172010
Reconcile Date: 071972010
BRYAN ™ 77808 USA  Value Date: 081092010
Payment Amount: @ Payment Method: EFT
Description &

Business  Voucher Advice  Advice Gross Paid Discount
s = iy Invoice Humber %% ™ Paid Amount Currency [

SWETH 00699322 1 052812010 426070 2,000.00 2,000.00 USD

SWETH 00699195 |1 0512812010 426071 3400.10 340010 USD

=] Notity

Late
Charge

| Home | AddtoFsvortes | Signout

ENewwindow @Hep [ customize Page [ ntip

Source
Accounts Payable Vouchers

Accounts Payable Vouchers

Step Action

16.

Note the above example: The total payment amount is $5409.10. This payment
reflects a combined payment from two different vouchers that were submitted.

17.

For more information on a voucher, click the Voucher ID link.
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Favgiites Main Menu > Accounts Payable > Review Accounts Payable Info > Payments > Payment
Invoice Date El | El
Due Date

Entered Date
Origin SetID
Origin

Control Group ID
ContractID
Lease Number
PO Business Unit

pRp pLLEE
»

Purchase Order
tem 1D

*Amount Rule

—
Any

Amount |
——

Currency

All Vouchers

ddddde

sanctions Status

Max Rows 300 Search Glear

“SortBy: Voucher ID h¢ Sort Display

*Sort AsciDesc: Ascending

Amounts || More Detals | Vendor Detaik

Business Voucher Invoice. Accounting  Mateh Payment
it My Invoice Number 0" Vendor D  Entry Status o o et Short Vendor Name.

SMETH 00899322 426070 0572812010 0000030003 Postable B 3] CCCREATION-001

Not
Applicable

Training Guide
SMU Financials

!

Step Action

18. You have now navigated to the Voucher Inquiry Page. Should you desire further

=]

accounting entry information, click the Accounting Entries button.

19. End of Procedure.

Journal Entries

Preparing to use Journal Entries: Hiding Columns

Procedure

This topic will demonstrate how to personalize your page columns to adjust your Journal Entry

Page View to allow for less scrolling.

Step Action

1. Click the Main Menu button.

2. Click the General Ledger menu.
1 General Ledger k
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Step Action

3. Click the Journal Entry link.

Journal Entry

4, Click the Create/Update Journal Entries link.

E Create/Update Journal Entries

Create/Update Journal Entries

Find an Existing Value | (TN

> GeneralLedger > Joumas > Journal Enry >

Create/Update Joumal

Entries

Business Unit:[ SNETH /@,

Journal ID:

Journal bate: [1110872010 |5

Add

Find an Existing Value | Add a New Value

| Home | Addto Fsvorites

| signout

E Newwindow @ Heip Entp

Step Action

5. Click the Add button.
T T—
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Favgiites - Main Menu > General Ledger > Jouma » Journal Entry » Create/Update Joural Entries

(I e | s B oo

& NewWindow (@ Help [E Customize Page Enitp

unit: SMETH Journal ID: NEXT Date: 110822010
Long Description: | )
“Ledger Group: hCTUALS @, Adjusting Entry: Non-Adjusting Eniry -

Ledger: [ & Fiscal Year: 2011
“Source: e @ Period: 6]
Reference Number: [ ADB Date:
Journal Class: [ &

Transaction Code: [GENERAL @ [CAuto Generate Lines

Save Journal Incomplete Status

SJE Type: - [ Autobalance an 0 Amount Line:

Currency Defaults: USD/ CRRNT /1
Altachments (0}

Reversal: Do Not Generate Reversal

[E) save | |[=] notity | |& Refrash |

Header | Lines | Totals | Errors | Approval

Training Guide
SMU Financials

Action

Click the Lines tab.

Favgiites Main Menu > General Ledger > Journak Create/Update Journal Entries

Journal Entry

ENewWindow @DHelp [& Customize Page E hitp

[ Header | Totals | Erors | Approval |
Unit:. SMETH Journal ID: NEXT Date: 11/08/2010
Template List Change Values
 ntedinaunit “Procsss: Edit Joumal - ! Process J

tomize | Eng | B

Select Line  unit “Ledger SpeedType Account  Fund  Dept Project Crass Amount Base Curren:

O pEm @owas [ ]l @[&[ A[ @[ @&l e

<L T, ] 3

Lines to add: 1

unit Total Lines Total Debits Total Cradits Journal Status,

SMETH 1 0.000 0.000 I

Save | [ oty | [ retresn|

Header | Lines | Totals | Errors | Approval
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SMU

Step Action
7. Click the Customize link.
8. Click the *Unit list item.
[*Unit
9. Check the Hidden option.
k
10. Click the *Ledger list item.
(Only if you do not have access to the Budget Ledger.)
[*Ledger
11. Check the Hidden option.
|
12. Click the SpeedType list item.
| SpeedType
13. Check the Hidden option.
f
14. Click the Base Currency list item.
|Base Currency
15. Check the Hidden option.
16. Click the Preview button to ensure you do not need to remove any additional
columns.
17. If needed, hide additional columns as described in the previous steps.
Click the OK button to save.
18. End of Procedure.
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Creating Journal Entries

Procedure
Step Action
1. Click the Main Menu button.

Main Menu
.

2. Click the General Ledger menu.
| ] General Ledger "’|
3. Click the Journal Entry link.
4, Click the Create/Update Journal Entries link.
|Create-'Ugdate Journal Entries
5. The Journal Date: will default to the date that you are creating the JE. This is the
only field that can be edited on this panel.
The date of the journal entry must be a valid date for the period to which it will be
posted. At times, your journal entry may need to be back dated. A journal will not
post to an accounting period that has been closed, but you can enter and edit a
journal with a future date. It will not be posted until the accounting period in which
the date falls becomes the current period. The system will assign a Journal ID
when the journal is saved.
6. What date is the cut-off for entering transactions for this month? How can | find
this information each month?
Financial Systems Support (FSS) typically announces month-end dates and
schedules in an e-mail to the fsuser mailing list approximately 5 - 7 business days
prior to the end of the month. To subscribe to fsuser, send an email to join-
fsuser@list.smu.edu. Leave all other fields blank or your request will not process.
Favorites . Main Menu > General Ledger > Journak > Journal Entry > Create/Update Journal Entries St e S
::Z::::‘:m’: 1:/ﬂB/2ﬂ1; &
Find an Existing Value | Add a New Value
Step Action
7. Click the Add button.
Add
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| Home | AddtoFsvortes | Signout
Favorites | Man Menu > General Ledger > Joumak > Joumal Entry » Create/Update Joumal Entries

Lines | Totals | Errors ' Approval

ENewwindow @Hep [# customize Page [ htip

Unit: SMETH Journal ID: NEXT Date: 1100812010

Long Description: | )
*Ledger Group: ACTUALS @, Adjusting Entry: Nor-Adjusting Entry v
Ledger: N Fiscal Year: 2011

*Source: LG Q, Period:

Reference Number: [ ADB Date:
Journal Class: | N
Transaction Code: [cEnERAL @ [CAuto Generate Lines

Save Journal Incomplete Status
SJE Type: - [ClAutobalance on 0 Amount Line
Currency Defautts: USD/ CRRNT/ 1
Altach ments (0}

Reversal: Do Not Generate Reversal

([ save | [ et | [ Retren] ([Eada) [ pasmiompier

Header | Lines | Totals | Errors | Approval

Step Action

8. Enter the desired information into the Long Description field.

9. Attachments may be added to your journal entry. See the Adding Attachments
topic for more information.

10. Click the Lines tab.

Financials | Homa |

Favorites | Main Menu > General Ledger > Journak > Journal Entry > Create/Update Joural Entries

Header Totals | Erors | Appraval

Enewwindow (DHelp [& customize Page 3 htip

Unit: SMETH Journal ID: NEXT Date: 11/08/2010
Template List Change Values
[ intemntraunt ‘process: | EdtJoumal - [ Process

Select |Line Account  Funa  Dept Project Class  Amount Reference Journsi Line Dezcription
B |1 Q @ [ @ @ @ | Catering

Lines to add 1 = m

unit TotalLines Total Debits Total Credits Journal Status

SNETH 1 0.00 000 T

5] save | |=] Neotry.

Header | Lines | Totals | Errors | Approval

S ratraan | [hass ] upsmamiginy
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Step

Action

11.

Using the Look Up Button:

At any time you can use the look up button to search for the Account, Fund, Dept
(org), Project or Class fields. (This is especially helpful if you have turned off the
type ahead feature.)

To search, select the desired field and click the Look Up button.

12.

You can use the available fields to narrow down your search. In addition, the first
300 search results are displayed and can be selected.

13.

Once you have entered the desired criteria, click the Look Up button.

14.

Click the desired search result.

15.

The field you selected will automatically be populated.

16.

Entering Journal Line information:

The minimum required fields for each JE transaction are Account, Fund, Dept, and
Amount.

Other fields such as the Project or Class codes may be needed. Check with your
Financial Officer if there are project codes or subclass codes that are used for your
dept only.

For further information on sub-classes (travel subclass and university-wide sub-
classes) visit http://smu.edu/controller - click on "Quick Links"

17.

Enter the desired information into the Fund field.

18.

Enter the desired information into the Dept field.

19.

Enter the desired information into the Project and Class fields if needed.

20.

To increase Revenue accounts, enter ' - ' (minus) before the amount.
To increase Expense Account enter the amount. (No +/- signs are needed.)

Enter the amount of the transaction into the Amount field.

21.

Type any relevant information into the Reference field. This is an FY| field only.

22.

You can use the Journal Line Description field to provide more detail on your
transaction. If you choose not to enter a description the system will populate the
account code description automatically.

Enter the desired information into the Journal Line Description field.
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Favgrites - Main Menu > General Ledger > Journals > Joumal Entry > Create/Update Jourmial Entries

Header Totals  Erors | Approval

Unit: SMETH Journal ID: NEXT Date: 11/08/2010
Template List Change Values
[ memnweUnit | process:  EdtJoumal - \ Process )

Select |Line Account  Funa  Dept Project cass  Amount Reterence Sourna i
B |1 @, (5410 |@ [10] [260000/@ @ @ 81525 reimburse VP office -catering
Lines to ada: 1 =) @

[ save | [ notty | [ etresn | [ETR S pr——

Header | Lines | Totals | Errors | Approval

Step Action

23. Adding or Deleting Rows:

You can add additional rows by entering the number of rows to be added and
clicking on the "+" button. To delete a row, check the desired row and click the "-"
button.

Example: One thing to note, if you were to delete row 3 and later realize you
needed to add a row it would continue adding the next number sequentially - row 4.
Thus, your journal entry would have lines 1, 2, and 4. (Row 3 would not be
repopulated.)

24. Click the Add a row ""+' button as needed.

Favgrites  Main Menu > General Ledger > Journas > Joumal Entry > Create/Update Jourmial Entries

Header Totals | Erors | Approval

Unit: SMETH Journal ID: NEXT Date: 11/08/2010
Template List Change Values

[ mednweUnit | process:  EdiJoumal - { Process )

Select |Line Account  Funa  Dept Profect cass  Amount Reterence Sournai Line Description
B |1 @, [5410 | [10] [260000/@ @ @ 81525 [ [reimburse VP office —catering
o |2 Q @ [10/2, [250000/@ Y Q| 81525 | [
Lines to add 1 = m
unit Total Lines. Total Debits Total Credits Journal Status
SHETH 1 000 0.00 T
(Esave] [Elonotty,] [Soretceans] [ pre———

Header | Lines | Totals | Erors | Approval
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Step Action
25. Notice when entering the second line the Fund and Dept fields populated from the
previously selected values. In addition, the system entered the appropriate amount to
keep this journal in balance.
Be sure to verify these values. Change as needed.
26. Enter the desired information into the Account field for line 2.
217. Verify the Fund displayed.
28. Verify the Dept. Change as needed.
(To change a field highlight the field and press the delete key.)
Enter the desired information into the Dept field.
29. Adjust the Amount field as necessary.
30. Enter the desired information into the Journal Line Description field.
31. Using the Calculate Feature:
At any time during the journal entry process you can calculate if your debits and
credits are in balance.
To do so, click the Calculate Amounts button.
[
32. Click the Save button.
33. Your journal is saved and a journal 1D has been assigned. Click the OK button.
34. Verify that Edit Journal is selected. Click the Process button.
Process
35. The Journal Status should change from "T" (temporary) to "V" (valid). Once your

Journal status indicates "V", you have completed the process. A nightly process will
be run by Financial Accounting to further process your journals into the system.

Note: Should the Journal Status indicate "E" (errors), see the Resolving Journal
Errors topic.
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| home | AsdtoFsvertes | Signout

Favgiites - Main Menu > General Ledger > Jouma » Journal Entry » Create/Update Journal Entries

Lines | Totals | Emors | Approval

&0 NewWindow (@ Help [& Customize Page = nittp

unit SHETH Journal ID: NEXT Date: 110812010

Long Description: Move Gatering Gosts from VP org to deparmental org for OIT. i
+Lodger Group: [eTuas 1, Adusting Entey Nom-Adjssting Enty -
Ledger: [ & Fiscal Year: 2011

*Source: e @ Period:

Reference Number: [ ADB Date:

Journal Class: [ &

Transaction Code: [GENERAL @ [ClAuto Generate Lines

Save Journal Incomplete Status
SJE Type: - [ Autobalance an 0 Amount Line:
Currency Defaults: USD/ CRRNT/1
Altachments (0)

Reversal: Do Not Generate Reversal

[ e | [0 et [ Reivmss EY G Erer—

Header | Lines | Totals | Errors | Approval

Step Action

36. End of Procedure.

Adding Attachments to Journal Entries

Procedure

When creating a journal entry you can upload an attachment as a reference.

Step Action

1. Click the Main Menu button.

2. Click the General Ledger menu.
| (1 General Ledger 4

3. Click the Journal Entry link.

4, Click the Create/Update Journal Entries link.

E reate/Update Journal Entries
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Favgrites . Main Menu > General Ledger > Journals > Joumal Entry > Create/Update Jourmal Entries

ENewWindow (@ Help EH hitp
Greate/Update Journal Entries

Eind an Bxisting vae  (REENTTAETTRY

Business Unit: SNETH /@,
Journal D [NEXT
Journal Date: 1110812010 5

Add

Find an Existing Value | Add a New Value

@ SMU SMU Financials

Step

Action

Click the Add button.

Favgrites  Main Menu > General Ledger > Journals > Joumal Entry > Create/Update Journal Entries

ENewWindow @Help [ Customize Page [ htip
Lines | Totals | Emors | Approval

unit: SHETH Journal p: NEXT Date: 1100812010

Long Description Hove Catering Gosts from VP org o deparmental org for OIT. Note: see atiachment for & (2
“Ledger Group: [cTuALs @, Adjusting Entry: NonAdustng Enty v
Ledger: [ & Fiscal Vear: 2011
*source: [e @ Period:

Reference Number: [ ADB Date:

Journal Class: [ &

Transaction Code: [GENERAL @, [CAuto Generate Lines

Save Journal Incomplete Status

SJE Type: -

[ Autobalance an 0 Amount Line:
Currency Defaults: USD CRRNT/1

Attachments (0}

Reversal: Do Not Generate Reversal

save | =] Notty | [ Retresn [ Acs| (2] Updateispiay

Header | Lines | Totals | Errors | Approval

Step

Action

When adding an attachment, it is recommended to put a note in the Long

users that an attachment has been added to this journal entry.

Printing Journal Entries" topic.

Description field that an attachment has been included. This will indicate to other

For instructions on how to view an attachment, see the "Viewing Attachments and
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Favgiites - Main Menu > General Ledger > Jouma » Journal Entry » Create/Update Journal Entries

s (o | Eros | sppioa

& NewWindow (@ Help [E Customize Page Enitp

unit: SHETH Journal ID: NEXT Date: 11082010
Long Description: Move Gatering Gosts from VP org to deparmental org for OIT. =]
~Ledger Group: oTUAs 19, Adjusting Entry: NomAdysting Entry -

Ledger: [ & Fiscal Year: 2011
“Source: e @ Period:
Reference Number: [ ADB Date:
Journal Class: [ &

Transaction Code: [GENERAL @ [CAuto Generate Lines

Save Journal Incomplete Status

SJE Type: - [ Autobalance an 0 Amount Line:
Currency Defaults: USD/ CRRNT /1
Altachments (0}

Reversal: Do Not Generate Reversal

[E) save | |[=] Notity | |& Refresh |

Header | Lines | Totals | Errors | Approval

Action

Click the Attachments link.

Favortes Man Menu > General Ledger > Jounak > Journal Entry > Create/Update Journal Entries
Enewwindow @Hep [# customize Page [ htip

[Journal Entry Attachments

Attachments

Unit: SMETH Journal ID: NEXT Date: 11/08/2010

Description DateTime Stamp

Adding large aftachments can take some time to upload, thersfore, itis advisable to save
the transaction before adding large attachments.

[ Add Attachment I

Cancel  Refresh
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Step Action
8. Click the Add Attachment butt_on.
| Add Attachment

Click the Browse... button to search for your attachment.

Browse...

@ Choose File
— » Computer » KINGSTON (F) » ~| 44 || Search kiNGSTON(F) P
Organize ~  New folder = 1 @
ls Downloads * Name Date modified Type Size
5 Recent Places _ )
| Current Class Presentations 7/1/2008 420PM  File folder
[ Sharepoint Sites
J. Enroliment 6/25/2008 11:45 A...  File folder
i | eProcurement 7/29/2009 10:22 A, File folder
4] Libraries
=] Invoice 10/29/201010:35..  Microsoft Word 97. 78 KB
» [, Documents
&> & Music
» 55 Pictures
> B Videos

n

& Computer
» & Local Disk (C)
» < Local Disk ()

- KINGSTON (F)

File name: > [AlFiles -5 -

Step

Action

10.

Select the appropriate File Name.

11.

Click the Open button.

|| Open

12.

Click the Upload button.

13.

A description may be added to provide further information about a document. If
necessary, enter a description into the Description field.
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Favgrites . Main Menu > General Ledger > Journals > Joumal Entry > Create/Update Jourmial Entries

[Journal Entry Attachments

Attachments

Unit SMETH Journal ID: NEXT Date: 11/08/2010

File Nam e Deseription User Nam e
invicedoc  Datering invoice from IT luncheon Delete
A

the transaction before adding large attachments.

dding large attachments can take some fime to upload, therefore, itis advisable to save

Add Atachment

oK Cancel | Refresh

Step

Action

14.

Additional Attachments can be added by selecting the Add Attachment button and
following the same process.

To remove an attachment, press Delete on the row of the attachment you wish to
remove.

15.

Upon completion, click the OK button to return to the Header Tab of the Journal
Entry Page.

Favgjites | Man Menu > GeneralLedger > Joumak » Joumal Entry » Create/Update Journal Entries —
ENewwindow @Hep [# customize Page [ htip

Lines | Totals | Emors Approval

Unit: SMETH Journal 0: NEXT Date: 110812010

Long Description: Move Catering Costs from VP org to departmental org for OIT. Note: see attachment for  ~ 121

copy of invoice -

*Ledger Group: [rcTuRs @ Adjusting Entry: NonAdustngEnty v

Ledger: | Fiscal Year: 2011

*Source: TN Period

Reference Number: [ ADB Date:

Journal Class: | N

Transaction Code: [cEnERAL @ [CAuto Generate Lines

Save Journal Incomplete Status
SJE Type: .

Currency Defaults: USD/CRRNT /1
Aftachments (1)

Reversal: Do Not Generate Reversal

[5) save | [=] noty | [ metresn

Header | Lines | Totals | Err

| Home | Addt Favertes

[ClAutobalance on 0 Amount Line

Ehasa) (£ niaieoepey

o1s | Approval

Step

Action

16.

Note: The number on the right side of the Attachments link will indicate how many
attachments are being included in this journal entry.

17.

End of Procedure.
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Resolving Invalid Chartfield Errors

Procedure

Step Action

1. The system highlights a field in red to indicate an invalid value. When this happens,
you are being prompted that an Account, Fund, Dept, Project of Class code does not
exist or has been mistyped.

Create/U|
Q https://fssys1 smu.edu/psp/fssys/EMPLOYEE/ERP/c/PROCESS_JOURNALS.JOURNAL _ENTRY_IE.GBL?Fold ¥ & 4 | X gBEng R v

_ File Edit View Favorites Tools Help
- ¢ Favorites 5 (7] Supp.. €| Supp... - @] Show.. &|shar. & isup.. < Site. &]Get.. v ~|SMU [{] insi. &]Acce.. = PA.. | Goog.. = DART..
|7 3 v B v = # v Pagev Safetyv Tooks+ @~

|g‘ Create/Update Journal Entries

> Joumal Entry > Create/Update Joural Entries

[Message
Invalid value -- press the prarmpt button or hyperlink for a list of valid values
1511)

lue entered in the field does not match one ofthe allowable values.
*fou can see the allowale values by pressing the Frompt button or hyperink.

ook |

Step Action

2. Click the OK button.
|k |

3. Highlight the invalid data and press Delete.

4. Verify the correct value, and type it in the appropriate field.
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(9 ) @ https:/fssysL smu.edu/psp/fssys/EMPLOYEE/ERP/c/PROCESS_JOURNALS.JOURNAL ENTRY IEGBLZFold v | 4 | X || 5] 8ing £~

. File Edit View Favorites Tools Help

- SirFavorites 5o (7] Supp.. €] Supp... > @] Show.. &|Shar. & isup.. < Site. €]Get.. v ~|SMU [{] insi. ©]Acce.. = PA.. 3| Goog.. = DART.. “

@ Create/Update Journal Entries

Favorites | Mam Menu > General Ledger > Joumnas > JoumalEntry > Create/Update Joumal Entiies

e indow (@Help [ Customize Page & htp
[ Header Totals [ Emors | Approval
Unit: SWETH Journal D: NEXT Date: 1HH572010

Template List Change Values

imernisUnt | -process Edit Journal - [ Process )

»
Cusiomze |£ng | | 2

Salect  Line Rccount  Fund  Dept Project Class Amount Reference

Journal Line De scription
B |1 @ (5300 @ |[10]@ [265350@, @ @ 1,32028] [ [reimburse digital camera
w | & o300 @ [0 NG Q@ Q[ 132988 | [OffceTeaching Supplies

Lines to add: 1 =@

Total Lines Total Debits Total Credits Journal Status.

132088 132028 b

(B save| (S iy [ Rotissn) (Ebnda) (2] upceterompiy]

Header | Lines | Totals | Errors | Approval

927AM | |
11152010 |

)

Action

Click the_ Save button.

Click the O_K button.

You have successfully resolved the invalid chartfield error.
End of Procedure.
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Resolving Journal Edit Errors

Procedure
Step Action
1. After running the Edit Journal process, if the Journal Status is "E", you have

errors involving the Combo Edit Rules. You should be aware of the following rules:

Combo Edit Rules Made Easy:

Combination Edit rules (Combo Edit rules or Edit Journal rules) are set up to allow
only certain chartfields to be used together. If the combination is outside the range
of possibilities, the journal will fail the Edit Journal process.

1. Account 1280 requires the use of a 5 digit sub-class code.

2. Orgs beginning with a 5, for example 543215, requires the use of a 7 digit Project.
3. Orgs beginning with a 4, for example 432154, requires the use of a Fund Code 12
or 20. (You can find a list of those orgs which require a 12 by visiting
http://smu.edu/controller/dept_fss/ - Under "Search" click on the "Designated Fund
12 Orgs" link.)

4. Orgs beginning with a 2, for example 215432, usually calls for a Fund Code of
10.

More detailed information may be obtained by contacting the Controller's Office.

500.25| |

@, |[pa05 |@, [10]2, 265350/, @ @, -500.25] [

Lines to add: [ m = m
5] save | |[=] Netfy |3 Refresh [ Add 7] UpdsteiDisplay
Header | Lines | Totals | Errors | Approval
Step Action
2. Click the E link to retrieve more information about the error.
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Favgrites - Main Menu > General Ledger > Journals > Joumal Entry > Create/Update Jourmal Entries

ENewWindow @DHelp [& Customize Page E hitp

Header | Lines | Totals (SEIEMN Approval

Unit: SMETH Journal ID: 0000407033 Date: 111572010

Customize | Eng | B |

unit Field lame Field Long Nlame. sat Msg  Message Text

SMETH  JRNL_HDR_STATUS Joumal Header Status 5880 53 Journal line errors exist for this header.

Cus tomize | g | BV

Line # Field Name Field Long Name set Msg  WessageText
1 DEPTID Department %00 |31 Combo error for fields DeptFund in group.
2 DEPTID Department 2600 |31 Gombo error for fields DepFund in group.

e (| [ nan] [Exnlr e
Header | Lines | Totals | Errors | Approval

Step Action

3. You are now on the Errors Tab. Review the Line # and Message Text field. The

message text field indicates that there is a Combination Rule has been violated.
(Part of the account, fund, or org.)

Click the appropriate Line # link.

4, Resolve the error by typing the correct account-fund-org combination.

| bome | adato
Favgiites Man Jlenu > Genera Ledger > Jounak > Joumal Entry > Create/Update Joumal Entries
ENewWindow (D Help [E Customize Page EH hitp
Header Totals | Erors || Approval
Unit: SMETH Journal ID: 0000407033 Date: 111812010 [ errors only
Template List Search Ciiteria

Change Values

[ memnwaUnit | -process:  EdiJoumal - [ Process

EE e [10 EE

Customze | Ena | B | 2

Selest Line  Error Ascount  Fund  Dept Project class

Amount Reference Journal Line Desription

g | x @530, [10@, frac0sqa, @ a, | 50025 | [OficerTeaching Supplies

o 2 X @ [p30s]a [20@, [265350Q, @ | 500.25] | [oficermeaching Supplies

< 1] ] ,
Lines o add: 1 = M|
Customize | Find

unit TotalLines Total Debits Total Credits Journal Status
SMETH 2 50025 50025 E

[5) save | |=] Notiy |&3 Refresh |

Header | Lines | Totals | Errors | Approval
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Step Action

5. Run the Edit Journal by clicking the Process button. Correct any remaining errors.
Continue running the Edit Journal process until the Status is Valid. A "V' will be
displayed under Journal Status in the lower part of the page.

Frocess
6. Your journal is saved with the corrected data.
Click the OK button.
ok
7. The Journal Status now indicates "V* for valid. All journal errors have been
resolved.

End of Procedure.

Exporting Journal Entry Data to MS Excel

Procedure

This topic will demonstrate how to take data and export it to Microsoft Excel for saving to a
spreadsheet.

| Home | AddtoFevortes | Signout

wnak > Journal Entry > Create/Update Journal Entries
) ‘ @ newwindow DHelp [ Customize Page Ehtp

teader PR Totas || Erors Approval
Unit: SMETH Journal ID: 0000407033 Date: 111512010 Errors Only
Template List Search Ciiteria Change Values

InterMntraUnit “Process: Edit Journal - Process
[~ L

Select  Line Recount  Fund  Dept Project Class  Amount Referance JournaiLine Deseription

B |1 @, [6a00 |@, [20/% [sa00a0]d [ Ja [ @ [ 500.25] |[ [officerTeaching Supplies

o 2 Q [p305 (@ [10@ [5350@ [ @ [ & | -500.25 | |office/Teaching Supplies
Lines to add: [ m=m
[~ Tota
unit TotalLines Total Debits Total Eredits Journal Status
SNETH 2 500.25 50025 v
[5) save | [Gf RetwmtoSsaren| [ oty | (&2 Rafrazn EE
Header | Lines | Totals | Errors | Approval

Step Action

1. Whenever the spreadsheet icon appears, this indicates that the data below is
exportable to MS Excel.

Click the Spreadsheet button.
W

N
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> Joumal Entry » Create/Update Journal Entries

&0 NewWindow (@ Help [& Customize Page = nttp

" Header Totals | Erors | Approval
unit: sweTH | @ htp: smu. y /24947 - Windows Internet Explorer =]
@] nitpsfssys1.smuedu/psc/fssys/zema=viewattachiuse v | 5[ 49 [ X |[ ) 8ing o~
file Edit View Favorites Tools Help |
P i Favorites 3 () Supp.. @]Supp.. v @] Show.. @|Shar. & iSup.. |Site. @Get. v «|SMU [l nsi €] Acce.
oo A | @ nttpsy//fssysLsmu.edu/pse/fssys/2emd. ‘7‘ v v =] d# = Pagev Safetyv Tools~ @v 2
a2 % 1|2 o el protect your security, Internet Explarer blacked this site from downloading files to your computer. Click here for options.. X
Lines to add: IFIE indicates your download has been blocked, permit the download by clicking on its Information Bar and selecting "Download File._" [
i o mlll Please close this windoww afier download has completed
SMETH 2
| [ Rewmto

Header | Lines | Totals | Ex

Action

click the Click here for options... alert.

If you receive a security warning,

Select the Download File... menu.

Download File...
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" Header

Totals [ Emors | Approval

Favgiites - Main Menu > General Ledger > Jouma » Journal Entry » Create/Update Joumal Entries

Training Guide
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| Home | Addto Faver Sign ot

&0 NewWindow (@D Help [& Customize Page = nitp

ps.xls&sdirname=V12340 - Windows Internet Explorer

@ hitpsy//fssys1 smu edufpsc/fssys,

== x ]

-
@Q | @) nitps:/rissys1.smusedu/psc/fssys/2cmd=vienattachauserfile= + ‘ o | X[ sing

£~

Edit View Favorites Tools Help

‘@ hittpsy//fssys1.smu.edu/pse/fssys/zemd. ‘

¢ Favorites 545 [1) Supp.. @ |Supp... v @] Show.. @|Shar. & iSup.. ~|Site.. B |Get... v ~|SMU [{] Insi.. @] Acce.
f v B) v (5 o v Page~ Safetyv Toolsv @~

Please close this window after download has c«

If [E indicates your download has been blocked. permit the download by clicking on its Information Bar and selecting "Download File.

Do you want to open or save this file?

%l

Name: ps.is
Type: Microsoft Excel 97-2003 Worksheet
From: fssysLsmu.edu

open | [ sae | [ cancel

[V] Always ask before opening this type of file

9

While files from the Internet can be useful. some files can potentially harm
your computer. Ifyou do nottrust the source, do notopen or save this file.
Whats the risk?

Step

Action

Click the Open bu

tton.

Open
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| home | Addts Favertes
Favorites  Main Menu > Eenera\vLEdgev > Jwyvais > meav\EﬂVY > Create/Update Joumal Entries

&0 NewWindow (@ Help [& Customize Page [ nttp
Header Totals | Erors [ Approval

Unit: SMETH Journal ID: 0000407033 Date: 1115/2010 Errors Only
Template List @ htps://fssysL.smu.edu/psc/fssy p 24947 - Windows Internet Explorer =[] % ]
Interfntrau —~— - Y
2 ‘@ ttps://fssys1.smu.edu/psc/fssys/ ?cmd~viewattachdusel * ‘ & ‘ t,‘xHngg o~
ekt |Line File Edit View Favorites Tools Help
8 ¢ Favorites © o3 [7) Supp.. €Supp... v &]Show.. @|shar. & isup.. =|Site.. @) Get.. v | sMu [T} nsi.. €] Acce..
o _ & >
o 2 ‘fé httpsy//fssys1.smu.edu/psc/fssys/2cmd ‘ ‘ [0 v (=] @ v Pagev Safetyv Toolsv (@~
Lines to add: al
TFIE indicates your dowload has been blocked, permit the download by cticking on its Information Bar and selecting "Download File.."
[~ Totals ||
unit 7o | Please close this window afier download has completed ..
SMETH 2
save | G0 refl

Header | Lines | Tot

The file you are trying to open, psxis, is in a different format
than specified by the file extension. Verify that the file is not
corrupted and is from a trusted source before opening the file.

Do you want to open the file now?

Step

Action

You may be prompted to verify that this file is from a trusted source.

Click the Yes button.

Yes

You have now exported your data to Excel. Note: Should you desire to save
the Excel file, change the Save as type to Excel workbook.

When finished, click the Close button.

Be sure to look for the spreadsheet icon for other areas within SMU Financials to
export data.
End of Procedure.
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Searching for Existing Journal Entries

Procedure
Step Action
1. Click the Main Menu button.

Main Menu
.

Click the General Ledger menu.
| [ General Ledger r

Click the Journal Entry link.

Click the Create/Update Journal Entries link.

|Create-'Ugdate Journal Entries

5 > JoumalEntry > Create/Update Jourmal Entries
E0Newwindow (@ Help [ hitp

Step

Action

Click the Find an Existing Value tab.

| Eind an Existing Value

Your default source code and User ID (SMU ID) will display. These can be
overwritten if you desire to look for a JE by a different author.

Note: Should you press the Clear button at any time, you will need to repopulate the
Business Unit: with SMETH. This is a required field.

A variety of search criteria can be used when retrieving a journal entry. If known,
enter the Journal ID:.

To search for a journal entry based on a date range, click the Journal Date drop
down list and select between.
between |
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SMU
Financials

Favarites | Man Menu > GeneralLedger > Jounals » JoumalEntry » Create/Update Joumal Entries

Create/Update Journal Entries
Enter any information you have and dlick Search. L eave fields blank or a list of all values

Add a New Value

return (up to 300): 300
=~ SMETH Q,
begins with +

between v El
and

Document Sequence Number:  begins with v

Step Action

9. Enter the desired information into the Journal Start Date: field.

10. Enter the desired information into the Journal End Date: field.

11. Important Note: Clear the Journal Header Status: by clicking on the
corresponding drop-down list and selecting the empty value.

12. If you know the source code of the author of the JE you want to retrieve, enter it into
the Source code field.
You can search for a source code by clicking the Look Up (magnifying glass)
button and entering your desired criteria.

13. You can also search by entering an SMU ID into the User ID field.
Hint: Remember that your Source and User ID: will default. If you are entering a
Source for a different author be sure that you have deleted your ID from the User
ID: field.

14. One you have entered the desired criteria, click the Search button.

15. Your search results are displayed. You can click on any of the header fields below to
search by a journal date, amount, etc.
The header also displays information if an Attachment Exists. (For instructions on
viewing attachments see the "Viewing Attachments and Printing Journal Entries"
topic.)

16. Select the desired journal.

17. The desired journal entry displays.

18. End of Procedure.
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Viewing Attachments and Printing Journal Entries

Procedure

Training Guide
SMU Financials

Once you have retrieved a desired JE, you can view attachments and print journal entries.

(CEIER Lines [ Totals | Emors | Approval

Favgrites . Man Menu > General Ledger > Journals > JournalEntry > Create/Update Journal Entries

Journal Class;

Transaction Code:

SJE Type: -

Currency Defaults: USD/CRRNT /1
Attachments (1)

Reversal: Do Not Generate Reversal

save | |G Rewntosearch| 1] Frevious inList | 4 Nextinist| [Z] Notty | i3 Refissh

Header | Lines | Totals | Errors | Approval

unit: SMETH Journal ID: 0000389871

Long Description: R Crowiey - love Emergency phone cost rom 451340 to
“Ledger Group: Adjusting Entry:

Ledger: Fiscal Year:

*Source: RLC Period

Reference Number: ADB Date:

Date:  01/19:2010
261050 per Jesse. Seoatached 1
Non-Adjusting Entry -
2010
Auto Generate Lines

Save Journal Incomplete Status

Autobalance on 0 Amount Line

Badd| [ upmeieniee

(@vep [ customizePage E http

Step

Action

View Attachments:

your to view.

Click the Attachments link.

Attachments (1)

If the Attachments link has a number next to it, there is an attachment available for

Page 45




Training Guide
SMU Financials

Favgrites  Man Menu > GeneralLedger > Jouma » Joumal Entry » Create/Update Journal Entries
& NewWindow (@ Help [E Customize Page Enitp

[Journal Entry Attachments

Attachments

Unit: SMETH Journal ID: 0000389871 Date: 011192010
Cusfomize | Eind | i A1 | B |

File Name Description User Name. DatefTime Stamp

Sample_Invoice.doc 00104610 Laurene . St Germain 111612010 1:57:45PH

Adding large attachments can take some time to upload, therefore, itis advisable to save
the transaction before adding large attachments

[ Add Attachment |

Refresh

Step

Action

Click the File Name link.

|Samgle Invoice dug

Favorites  Man Menu > General Ledger > Joumak > Joumal Entry » Create/Update Joumal Entries

[tieader PRI Toils | Evors | Avproval |

Unit: sueTH | @ smu

T late List
smaseis | N w1551 oo ema-vevatocniase -
| Ut

File Edit View Favorites Tools Help

5 [0 Supp.. ©)Supp... v @|Show.. @|Shar.. & iSup.. ~|Site.. @Get... ~ ~«|SMU [} Insi.. €] Acce..
Q'mpswr;cyslsmu.edu/pgc/r;cys/?cmd...m [ v [ dah v Pagev Safetyv Toolsv @~

4 To help protect your security, Internet Explorer blocked this site from downloading files to your computer. Click here for options... X

- 5.¢ Favorites

If [E indicates your download has been blocked. permit the download by clicking on its Information Bar and selecting "Download File "

Please close this window after download has completed

Header |Lines | Totals | Eg
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Action

If you receive a security warning, click the Click here for options... alert.

Select the Download File... menu.
Download File...

SMU
Fhegncjals 00108610 0nFSSYS | Home | _Add to Favories | _Signout
Favorites  Main Menu > General Ledger > Joumak > Joumal Entry » Create/Update Joumal Entries

Enewwindow @Hep [# customize Page [ htip

[Journal Entry Attachy

@ nhttps:/fssysL.smu.edu/psc/fssys/2c - Invoics =V_d312b15 - Windows Internet Exp...‘ =[=] x ]
Attachments UQ [@] https:/fissysLsmu.edu/psc/tssys/7emd=viewatiachaser + § | B34 [ X || 8ing o -
Unit sern |[Lfile Edit View Favorites Tools Help

| i Favorites 55 [ supp.. @)supp... + @)show.. @|shar. isup.. |site.. @]Get. v =|smu [ nsi. €] Acce

File Nam e

) s ffssysLsmuedu/psc/fssys/Zemd.. \_‘ o~ - = @ v Page~ Safety~ Toolsv @~

Sample_Invoice.doc

| IfIE indicates your download has been blocked. permit the download by clicking on its Information Bar and selecting "Download File. "

Do you want to open or save this file?

Please close this window after doj

Adding large attachment
the transaction before a

W Name:  Sample_Invaice.doc
| = Type: Microsoft Word 97 - 2003 Document
From: fssysl.smu.edu

oK Cancel |

open | [ save ][ cancal

[V] Always ask before opening this type of file

P While files fromthe Intemet can be useful, some files can potentially harm
your computer. Ifyou do not rust the seurce, do not open or save this file
Whats the risk?

Step

Action

Click the Open button.
Open

Page 47




Training Guide
SMU Financials

Home | et  Pagelajout  References  Mailngs  Review  View  Acrobat S
= - - & Find -
[ “ Tahoma -8 - A A Aa- = slq
N AsBbCL A A | AaBhb( AsaBbcen A
Paste - ¢ & . AL - - Change
e LB I Uk x X A ===z & @ THeading1 fHeading2 fHeading3 THeadingd THeadings - Smefv R select -
Clipboard = Font = Paragraph = Styles = ediing

Invoice #: 120
Invoice Date: 12/18/10
CustomerID: Y-12345

Bill To: SMU OIT

Street Address

Address 2

City, ST.ZIP Code
Date Your Order #  Our Order # Sales Rep. FOB Ship Via
12/15/10 111121 44454

Invoice

Ship To: SMU OIT
Street Address

Address 2
City, ST.ZIP Code

Terms

TaxID

Discount %

Description

Telephone
system

Repair Telephone n/

Taxable

Unit Price

Total

370.00

]y &1

« o o»q

Page:1of 1 | Words:0 | < |

IEEE

w (o0&

)
)

Step Action

6. Your attachment is available and can be printed if needed.

Click the Close button.

Page 48




00104810 On

Favgiites - Main Menu > General Ledger > Jouma » JournalEntry » Create/Update Joumal Entries

[Journal Entry Attac!

ome | At to Favortes

&0 NewWindow (D Help [& Customize Page = nttp

Attachments

@] https//fssysLsmu.edu/psc/fssys/2cmd-viewattachusel + | B ‘ & ‘ X \||g Bing r

https:// fssys/2c Sample Invoi 3312615 - Windows Internet Exp.. s (= -
—

Unit: SMETH

Edit View Favorites Tools Help

¢ Favorites 5 [7) Supp.. @] supp... v €|show.. @|shar.. & isup.. =]site.. €] Get... v w|sMU [T} nsi.. €]Acce.

File Name

- - [ g v Page~ Safety~ Tools~ (@~

Sample_Invoice.doc

»

Adding large attachme
the transaction before

. Cancel

Training Guide
SMU Financials

Action

If an additional window remains open, click the Close button.
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Favgrites  Man Menu > GeneralLedger > Jouma » Joumal Entry » Create/Update Journal Entries
& NewWindow (@ Help [E Customize Page Enitp

[Journal Entry Attachments

Attachments
Unit: SMETH Journal ID: 0000389871 Date: 01119/2010

Cus tomize | Find |

File Nam e Description User Name. DatefTime Stamp

Sample_Invoice.doc 00104610 Laurene . St Germain 111612010 1:57:45PH

Adding large attachments can take some time to upload, therefore, itis advisable to save
the transaction before adding large attachments

Add Attachment |

Cancel  Refresh

Step Action

8. Click the OK button to return to the journal entry.

00104810

FavgiitesMain Menu > General Ledger > Journaks

Lnes | Toais [ Eros | sopoe

Journal Entry

Create/Update Journal Entries
ENewWindow (DHelp [E Customize Page [ hitp

unit: SMETH Journal ID: 0000389871 Date: 0111912010
Long Description: R Crowley - Hove Emergency phone cost from 461340 o 261050 per Jesse. See atached
ivoe

“Ledger Group: Adjusting Entry:
Ledger: ] Fiscal Year: 2010

*Source: RLC Period

Reference Number: ) ADB Date:
Journal Class: ]

Transaction Code: (GENERAL ["] Auto Generate Lines.

[ save Journal Incomplete Status.

SJE Type: [ Autobalance on 0 Amount Line

|

Currency Defaults: USD/CRRNT /1
Aftachments (1)

Reversal: Do Not Generate Reversal

Save | [Bh RetuntoSearon | (1] Aevious it | ({5 Nextiist| [T vowy | (&

Header | Lines | Totals | Errors | Approval
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Action

Printing a Journal Entry:

Click the Lines tab.

Lines

Favgrites . Main Menu > General Ledger > Journas > Joumal Entry > Create/Update Jourmal Entries

ENewWindow D Help [& Customize Page El hitp
Header Totals | Emors | Approval

Unit: SMETH Journal In: 0000389871 Date: 01192010 Errors Only
Template List Search Ciiteria
“Process: Edit Joumal v Process 10

nd  Dept Referance Journal Line Description
-372.63 PROTHRO Move Emer phone to 261500

373.63 FR 461340 Emer Phone Prothro Hall

unit TotalLines Total Debits Total Gredits
SMETH 2 373.63 37363 B
Save | [ Rewrntosearon| 1] Previousintet| v Nextiist| () Moty | (3 Reen Boaw) [(Busmeeess

Header | Lines | Totals | Errors | Approval

Step

Action

10.

Select the *Process: drop down list. Click Print Journal (Crystal) from the list.

Print Journal (Crystal)

11.

A pop up window will display (be sure that your internet settings allow pop ups
from SMU Financials).

Note: A process will run, the report will display "Queued", "Processing", and
"Success. The JE will be displayed as a PDF. Be patient, this process will take a
few minutes.

12.

The journal entry is displayed and available to be printed by clicking on the Print
icon.
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hitpsy/fs: U /fss =l
@) nttpsy/fssysL.smu.edu/psreports/fssys/1642853/GLCT501-_564993.PDF v 89| x| =) sng L~
— - =
File Edit GoTo Favorites Help
= >
J.¢ Favorites 525 L1 Supp.. €]Supp... ~ @] Show.. @|Shar. iSup.. ~|Site.. €]Get.. v =|SMU [{] Insi.. €]Acce.. «|PIA.. *J|Goog.. =|DART..
- @ >
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Step Action

13. Upon completion, click the Close button.

14. End of Procedure.
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